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Setting up and Changing Queries

Juror/Witness Reconciliation using OLAJPIlus

Log into the Data Warehouse at http://datawarehouse.utah.gov/index.htm. Bookmark this address
in your Favorites.

You are at the main menu of OLAJPlus. OLAJ is the On-line Accounting Journal that you can use to
set up and run Web Queries to obtain data for specific purposes and perform Warrant Lookups.

Note: To find transactions for:

FY95-FYO06, click on DataWarehouse
FYO07 forward, click on StateDW

aRindex - Microsoft Internet Explorer
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Or the Old DataWarehouse
Fiscal Year 1995-2006
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To run queries for FYQ7 forward, click on StateDW to obtain current information.

You are at the main menu of the Data Warehouse. Click on the Web Queries button. Then, click on
Online Accounting Journal.

A StateDW - DAS/Finance FINET Data Warehouse - Microsoft Internet Explorer
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Setting up and Changing Queries

To set up a Web Query to perform Juror/Witness reconciliation:

1. In the top section (blue) of the form:

In the red box, enter the Fiscal Year you are working in;

Transaction 1D drop-down box, choose Like and enter GAX0207(1 for jurors or 5 for

witnesses)(Your Location Code)%;*

= Fiscal Month - you can choose a specific month or you can run a query for several
months. Choose Between from the Fiscal Month drop-down box to run multiple months.
Enter the fiscal months to reconcile for several months, i.e., 08 and 09 or enter one month,
i.e.,

= Account Type drop-down box, choose 22-Expenditures/Expenses

2. In the bottom section (yellow) of the form check: Date of Record, Dollar Amount, Fiscal
Year-Month, Line Description, Transaction ID, Vendor Code, and Vendor Name.
Uncheck anything else that is checked by default.

3. Click the Run Query Button.

W_J StateDw. - OLAJplus

FYI: Upon exiting
OLAJPlus, all the
changes you have made

will be saved. You will
;
E e need to modify the

] g .
I query, i.e., Fiscal Month
to reconcile or to switch

Optional: Select the fields you want to be displayed  (WOTE: The fewer the fields selected, the faster it runs)

™ Acceptance Date ™ Account Type ™ Actity ™ Appropriation Unit between Juror (1) and
™ Bank Account Code ™ Balance Sheet Account ™ Budget Year-Month ™ Budget Fiscal Year 1 ( )

¥ Date of Record I~ Department I~ Department/Urt ¥ Dellar Amount Wltness 5 payments
™ DR/CR ™ Fiscal Month ™ Fiscal Quarter ™ Fiscal Year

¥ Fiscal Year-Month ™ Fuaction ™ Fund ™ Internal Department

™ Internal Fund ¥ Line Description ™ Lmne Number ™ Major Program

™ Object I~ Phase ™ Program I~ Reference Tran ID

™ Revenue Source ¥ Transaction ID ¥ Vendor Code ¥ Vendor IName

For Input Fields - = Eequired I = Partial value allowed I = Iust match exactly

'GAX = General Accounting Expenditure, 020 = Court’s Agency Number, 7 = Fiscal Year, 1 = Juror Code, 5 =
Witness Code; Location Code = Specific to court location (See prefix numbers located in the reconciliation
guidelines section of these instructions), % = The rest of the transaction number associated with a payment.



ueries

Setting up and Changin

4.

5.

6.

You will get the data requested.

If you want to export the data, click on the Export button at the bottom of the screen.

StateDW

Data Warehouse

[GA302071510000001 [000TTTR
[GA302071510000002 [000TTR,
lGaxoz071510000003 Do0TITR

[ $18.50/200701 [charles bentley
[ §18.50 200701

['%12 50l200701

|Iuror fee - State ws. Eobert Sanders 041301361 - 07/ 10/2006
|Iuror Fee - State vz Bobert Sanders - 041301561 - 07/ 10/2006
[ fae - state ws robert sanders 041501561 - 01072006

|b oyd bergreen

[ssan holander

201 Statement = select Amount as Tollars', Fiscal Year Period as Fise Tr Mo', Line Description as Line Desc', Tran 1T as "Trans I, Vendor Customer as
WVendor Code', Vendor Customer MName as "Vendor Mame' from Accounting Tournal where Fiscal Tear = 2007 and TPPER Tran 1D ke "3A0207151%%
and Account Type ='22" order by Vendor Customer, Tran_ID

Include Headers?

The data is exported to an Excel spreadsheet. To make sure all data fits on the page,
choose File = Page Setup.

d

| File  Edit “iew Inset Format Tools Data GoTo Favortes  Help
GBack v = v 2 | ‘@ Search (GHFavorites Media <4 | [ B S = »
Address [&) hitp:/fefinance utah.govinew_finet/olaj/downloads/6510023917 cav j @ Go | Lirks >
‘| Google~ ~|[[Clsearch ~| g2 S1247 biocked | % Check ~ »
D1 M % Trans ID
A | B | C | D E | F | & | Fo
| 1 |Dallars  Fisc Yr MoLline Desc [Trans ID_vendor Coendor Name =
¢l 2| $18.50 200701 Juror fee - State ws. Robert GAXD2071000JUR | charles bentley =
3| %1850 200701 Juror Fee - State vs. Robert GAXD2071000JUR  boyd bergreen
| 4 | $18.50 | 200701 juror fee - state vs robert | GAXD2071000JUR  |susan bolander
| 5 | %1880 200701 juror fee - state vs. robert | GAXD2071000JUR  marlene bowcutt
| 6 | %1880 200701 juror fee - state vs. robert | GAWD2071000JUR beverly brewer
| 7 | %1880 200701 juror fee - state vs. robert  GAMD2071000JUR  erinae w christiansen
| 8 | $18.50 200701 juror fee - state ve. robert  GAMOI2071 000JUR. karen crabtree
| 9 | %1880 200701 juror fee - state vs. robert  GAWD2071000JUR. karen frank
| 10| $18.80 | 200701 juror fee - state vs. robert | GAWD2071000JUR. john hardin
11 $18.50 200701 |juror fee - state ws. robert | GARDZ071/000JUR  Josephine jonas hd
M 4 » W[\6510023917 >|JJ

]
|_|_|_|Unkn0wn Zone

From Page Setup, click on Landscape then click OK.

Page Setup I |2 x|

Page |Margins I HeaderFooker I Sheet I

Orientation Brint
N Print. .. |
" Partrait s
Options. .. |

i adiustko: 100 % normal size

 Fit ta: |1 E‘ page(s) wide by |1 E‘ tall

|
|
|
|
|
|
|
|
| Scaling
|
|
|
|
|
|
|
|

Paper size: ILetter ;I
Prink quality: IEDD dpi =
First page number: IAutU

Cancel_|



Setting up and Changing Queries

7. Click on the space between Column A and Row 1 to highlight the entire spreadsheet. Choose
Format = Column = AutoFit Selection.

File Edit ‘“iew Insert | Format Tools Dats GoTo Fawvortes Help
Address @ httpffefinance Cells... Chrl+1 |1m =5
A - F3 Raowr L
4 Width &
Diate of Re Document Oc ~ Sheet 4 Fit {

20050222 Lo0311-24 Hide
20050222 LOOG11-24 | AutoFomst Unhide
20050222 LO0311-24 Conditional Formatting... .
J0050222 LODA11-24  Snyle.. e
20050222 LO0311-24  FT850 O0E0E Fv00ar ToOoJUR - DELOY HALL
20050222 LO0311-24  §18.50 200508 POZ205711000JUR  KIMBERLY MADLOCK

File Edit %iew Insert Format Tools | Data GoTo Favorites Help |
Address I’g'] http://efinance utah.gov/alglplus, . d @Go | Link:
E3 - & PvO20571040001¢  Filter g

£ I B [ C ] Farm... I G =
1 |Date of Record |Document Desc | Dollars F - Subtotals.. Wendar Name —
2 20050222 Lo0311-24401  $18.50 walidation ANALISA ANDERSOMN-MNOEL
| 5 | 20050222 Lo0311-24417  §158.80 EILEEM THOMAS
4 20050222 Lo0311-24409  §15.650 Table CHRISTINA MACELWEE
5| 20050222 Lo0311-24418  $18.80 Textto Columns.. BONITA WY SE
(B | 20050222 LOO311-24405  $18.50 - DELOY HALL
7 20050222 LO0O311-24410  $18.50 Group and Outline v | KIMEBERLY MADLOCK
8 | 20050222 LO0O311-24403  $18.50 ANGELA CROFT
9| 20050222 LO0311-24411  $18.50 FivotTable and PivotChart Report.. LAURA NUNGESSER
70| 20050222 LOO311-24406 | $18.50 e sl st y | JAMES HUBBELL
PN 20050222 LO0311-24412  $18.50 List | ANGELICA ORNELAS
12 20050222 Lo0311-24402 | $18.50 BRYAN COOK
3] 20050222 Lo0311-24413  $18.80 Eefresh Date JOHN SIBEERNSEN
4 20050222 Lo0311-24407 | $158.50 TINA HULSE

9. From the “Sort by” drop-down box choose Tran ID. The Ascending button is marked by
default. Click OK.

=]
\ Insert at T s Dala GoTo F ites |
Address |é;'| http:fefinance utah goviolglplusidownloads/ 1681772101 .cav ;I @ Go | Links »
A2 T A 20050222
A [ B [T 5 ] E [ F 1 G =

1 |Date of Record Document Desc Dollars FY Wr blo Tran 1D “endor Code Wendor Name |
2 20080222 LOO311-24401  $18.50 200508 PY02057104000154 OOOJUR ANALISA ANDERSON-MOEL
= 20050222 LOO311-24417  $18.50 200508 PVO2057 104000170 00OJUR EILEEN THOMAS
4 | 20050222 LO0311-24409  $18.50 200508 PYO2057104000162 000JUR CHRISTINA MACELWEE
5] 20080222 LO0311-24418  $18.50 200508 PYO2057104000171 O00JUR BOMITA WY SE
B | 20050222 LOO311-24405  $18.50 200508 PvO2057104000158 000JUR DELOY HALL
7] 20050222 Looatt-24410 - s1a.50 200508 Pvo2 YT = x| ocx
8 | 20050222 LOO311-24403  $18.50 200508 PvO2
2] 20050222 LOD311-24411  $18.50 200808 Py Sortby SER
0 20050222 LO0311-24406  $18.50 200508 P02 ~]  ascending L
| 20080222 LO0O311-24412  $18.60 200808 PYVO2 1~ Destending FLAS
12 20050222 LO0311-24402  $18.50 200508 P02 Then by
ER 20080222 LOO311-24413  $18.50 200508 PvO2 [ =] & Asendng EM
4] 20080222 LO0311-24407  $18.50 200508 P02 " Descending
15 20050222 LOO311-24414  $18.50 200808 PYD2 Then by
J6] 20050222 LOO311-24404  $1B80 200508 PVD  —————1 & sscending ]
el 20050222 LOO311-24415  $1B.50 200508 P02 - Descanﬁmg CIPHER
R 20050222 LO0311-24408  $18.50 200508 PVO2 Ty L Tane o

19 20050222 LO0311-24416  $18.50 200508 PvO2 M

3 & Header row 1 No header row

21
72’27 Options... | OF l Cancel

]




Setting up and Changin
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10.

11.

Choose File = Print. FYI: You may want to type or write the month on the spreadsheet in
case you need to refer to it later.

fiefinance utah goviolglplusfdownloads/1681772101 csyv - Microsoft Internet  [M[=1F3

| le Edit %iew Inset Format Tools Data GoTo Favarites Help |
T Y bov/olglplus/dovwnloads/ 1661772101 cav et | Links >
3 Open. Ct+0  he7 104000161
= Save As.. [ ¢ ] D I E I F &) =
: Frege S c Dallars |FY r Mo Tran ID “endor Code {Vendaor Name —
$18.60 200508 Pv02057 104000154 D00JUR ANALISA ANDERSON-NOEL
$18.50 200508 P02057104000155 000JUR BRYAM CODK
’ Sand o $18.50 200508 P02057104000155 000JUR ANGELA CROFT
‘! $18.50 200508 P02057104000157 000JUR ANGELA FRANCIS
Irnport and Export... $18.60 200508 PD2057 104000158 000JUR DELOY HALL
$18.50 200508 P02057104000159 000JUR JAMES HUBBELL
= Properties $18.50 200508 P02057104000160 000JUR TiNA HULSE
“Wark Offline $18.60 2E|D5EIEIPVEI2EI5?1EI4DEID1B1 !EII]EI.JUF“ JUDY JOMES
I $18.50 200508 PY02057 104000162 |000JUR CHRISTINA MACELWEE
Close $18.50 200508 P02057104000163 000JUR KIMBERLY MADLOCK
12 20050222 LOO311-24411  §18.50 200508 PVD2057104000164 O00JUR LAURA NUNGESSER
13 20050222 LO0311-24412 | $18.50 200508 Pv02057 104000165 D00JUR ANGELICA ORMELAS
14 20050222 LOO311-24413 | $18.80 | 200508 PY0D2057 104000166 O00JUR JOHN SIBBERNSEN

Close the spreadsheet — File = Close, or click on the x in the upper-right corner. Choose

“No” when asked if you want to save the spreadsheet.

T

ile  Ec i ¢ Insert Format Toaols. C a = Help |
Address |.éj hitp:/fefinance.utah.goviolglplus/downloads/1 661772101 caw LI @ Go | Links >
A | B || 0| = | E G |
1 |Date of Record |Document Desc |Dollars FY ¥r Mo Tran ID “endor Code |Yendor Name
| & | 20050222 LOO311-24401  $18.50 200508 PYO2057104000154 000JUR ANALISA ANDERSON-WOEL
=1 20050222 LO0311-24402  $18.50 | 200508 PY02057 104000155 000JUR BRYAN COOK |
4 20050222 LO0311-24403  $18.50 | 200508 PD2057 104000156 000JUR ANGELA CROFT
e 20050222 LO0311-24404  $18.50 | 200508 PYDO2057104000157 000JUR ANGELA FRANCIS I
6| 20050222 LO0311-24405  $18.50 | 200508 PY02057104000158 000JUR DELOY HALL
|| 20050222 LOO311-24406  $18.50 | 200508 PD2057 104000159 000JUR JAMES HUBBELL
8 20080222 LO0311-24407 | $18.50 200508 PYO2057 104000160  000JUR TINA HULSE ¢
o 20050222 LO0311-24408  $18.50 | 200508 PY02057104000161 000JUR JUDY JOMES
10| 9 p1860 | 2 PO UR CHRISTINA MACELWEE
1 e - SRLY MADLOCHK,
BT tah.govfolglplus/downloads/ 1772101 csy A MUNGESSER
JEER ICA ORNELAS
This document has been modified. Do you want to sawe changes? [BBERNSEN
v 3 h E SMITH
(55 aves your changes N STONECIPHER
MNa: Discards your changes EVANSON
Cancel:  Keeps this document open AT 1
WYSE
Yes (sl Cancel

Click on the Return to Menu button. This will take you back to the Main Menu so you can
modify the query.

201 Statement = select Amount as Dollars', Fiscal_ Year Period as Fise Tr Mo, LineDescription as 'Line Dese’, Tran_ ID az Trans ID', Vendor Customer as
Vendor Code', Vendor Customer MName as Vendor Mame' from Accounting Journal where Fizcal Year = '2007" and TTPPEE(Tran_ID) like 'GAX0207151%0%
and Account Type ='22" order by Vendor Customer, Tran_ID

Include Headers? &

\—)



Find a Transaction

To find a juror/witness, remove the Transaction ID number and the Fiscal Month. Enter the name of
the Juror or Witness you are looking for in the Vendor Name box. The spelling must be exactly in
the form it was entered by the payment clerk or you will not get any information back. You
may want to reference the jury list or the subpoena to obtain the correct spelling. You could
choose to enter in the first name only and get a number of entries relating to a number of
juror/witness payments statewide.

Example: Enter the Juror/Witness name.

Data Warehouse

StateDW IS

==
¢518.509[200701  |[Turor Fee - State vs. Robert Sanders - 041501561 - 07/10/2006 |4D10074000005310 [000TUR. [boyd bergreen
| $18.50[200701  |[Juror Fee - State vs. Robert Sanders - 041501561 - 07/10/2006 |4D10074000005310 [000TUR. [boyd bergreen
| $1850[200701  [Juror Fee - State vs. Robert Sanders - 041501561 - 07/10/200€][GAX02071510000002[000TUR. |[boyd bergreen




Lost or Mutilated Juror/Witness Vendor Payments

If a juror/witness reports that a FINET vendor payment has been lost or mutilated, the juror/witness
needs to fill out the “Lost Check Replacement Form” and fax/mail it to the Division of Finance —
Disbursement Section. The Lost Check Replacement Form is available in the Appendix/Forms
section of the Utah State Courts Accounting Manual.

First, you need to find the check number for the payment.

1. Either obtain the GAX number for the payment from the payment clerk or perform a FIND
query in OLAJPIus. You will want to verify that a payment has been made and that the
check has not cleared before taking steps to have another check cut. (For example
purposes, we will use the GAX number from the previous section. Boyd Bergreen,
GAX02071510000002.)

2. Go to https://finet.utah.gov. Enter your user name and password. Press Enter.

A welcome 1o AMS ADVANTAGE: LOGIN - Microsoft Internat Explorer
Fio Edt View Fovores Took Mol =
+Back = ~ - Q7] 2| DSeorch aiFovores Fnieda 3 5 b o) - = il

3. Click on Search = Document Catalog. Next, enter:
Code: GAX
Dept: 020
ID:  71(Location Code)%
Click on Browse or press the Enter key.

ZJAMS ADVANTAGE - Microsoft Internet Explorer
. N
Produ
% » Message Center
~ Search
Page Search
% Document Catalog

Report Search

it ldentifier
Code © [GAX Unit: |

Deat.: [020 ID:[F151%

» Favorites
» Administration

r bUser Informati ]

r bDocument State ]




Lost or Mutilated Juror/Witness Vendor Payments

Locate the GAX number.

underlined ID number.

Production Financial
» Message Center
~ Search
Page Search
Document Catalog

Report Sesrch
» History
+ Favorites
+ Administration

Bu P =]

Document Catalog

Home Personalize

Inventory

Internal Tra

Data

Create

#k

D Identifier

Code * [GAX unit- |

Dept.: j020 1D [F151%

- bUser Information

- BD State

Browse Clear

Open Yalidate Submit Copy

| Action Ment

Gax  mn 7151000000 Nn/ Here's the payment

we are looking for

Final
Final
Final
Final
Final
Final

Finial

Submitted
Submitted
Submitted
Submitted
Submitted
Submitted
Submitted

TI20006
Ti2006
Tr2006
Ti2006
Tr2006
TI2006
Ti2006

diannem
diannem
diannem
diannem
diannem
diannem

diarnem

1850

18.50
1850
18.50
18.50
18.50
18.50

Click on Next or Last to move through the payments.

Help A

true
true
true
true
true
true

true

r
I sax o020 71510000002 Mo
T oax 02 71510000003 Mo
I sax o020 71510000004 Mo 1 Mewy
T oax 020 71510000005 Mo 1 hewr
I~ Gax 020 71510000006 Mo 1 Mew
© cax 020 71510000007 Mo 1 Mewr
I~ Geax o0z 71510000008 Mo 1 Mew
T cax 020 71510000002 Mo 1 e
™ oax 020 71510000010 Mo 4 ey

Fitst Prev Hewt Ladt

Meny

Click on Document Reference

General Information

Microsoft Internet Explorer

ate of Utah Financial Adw.
Bu

GAX - 020- 71510000002- 1- New- Final

Additional Amounts

Extended Description

Document Information
Wendor

Header
L4

rwGeneral Information

Accounting

Document Mame I

Fosting

Document Comments
\ Document History
Document Reference

Future Triggering
Forms

Record Date IW
Budmetfy: [o0oF
Fiscal vear: [@007

Perind |1—

Diocument Description

Actual Armount : $18.50
Closed Amount: $18.50
Closed Date : 0772142006

ElankAccnunt'I

Replacement: [~

 MAdditional

CBE Description

- B Information

Click on the



Lost or Mutilated Juror/Witness Vendor Payments

Click on Forward Reference

Production Financial

[T (I Document Reference Query

« Search
Page Search
Document Catalog Black Claar

Report Search
+ History Document Code IGA)(
» Favorites
» Administration Doc Dept: IDQD
Document 1D |?151DDDDDDZ

Referenc Document | Function | Last User | Date

opy Fiist Prev Mext Last
onward B Badaward R Next B Step

Click on the underlined Referencing Document

AMS ADVANTAGE - Microsoft Internet Explorer

Personalize
n

p Internal
Document Reference Query

| fousSemeh "
| CocumeniCstslon  pack Clear

Document Code : [GAX
» Administration Doc Dept: 020
DucumemID 71510000002

Referencing Document | Function | Last User
~ ADA007A000005310,1 e fifinetpd 7121106
Copy  Fitst Prev Hext Last
Eomard Reference Badmard Reference Next Reference Step

The Check/EFT Number is the check number. At the present time, call 538-3200 to obtain the
Cleared Date.

Personalize Dat:

B El i ry  Internal Tr:

@ view All (1 of 2) : Balance of BSA 0010 and Fund 1000 is becoming negative in Balance ...
Document Yiew AD - 100- 7A000005310- 1- New- Final

v [
| v Heager Action Meny

General Info
Consalidation Object 13
Payes

Cancellation [ wGeneral Info
ﬁddnion:: .Iﬂ.;nour;s Document Mame © I Bank Account: 94
| Documentinformation CheckiEFT Number : 000000007 105289
St Record Date : 07/21/2006 = srmier

Accounting Budget Fy - [ Routing ID Mumber :
FPosting g . Transit Routing Murmber

Document Comments Fiscal Year: IQDD? Check/EFT Armount : §18.50
Document History Cleared Data :
Document Reference 2 '
e Period: i CheckiEFT Issue Dats : 0712112006
Forms Dishursement Categary | REG
Internal Recanciliation : Mif
Run D : 16524

 kConsolidation Object 1

[ bPayee ]

 kCancellation 1

- bAdditional Amount ,

 kDocument Information 1

Top

[ et Y ot ) Conyfoward | Ciose ]

henu



Lost or Mutilated Juror/Witness Vendor Payments

A copy of the check can be requested through GroupWise. Enter “Check Copy” in the To: box. In
the Message box, request the check number you need a copy of.

Mail To: Check Copy

- o] x|
File Edit ‘“iew Actions Tools “Window Help
FLSB Y. &g R [ED
From |D|ane Jones CC: I
g
To |CheckC0py BC: |
Send
Subject IRequestforCDpy
Message: ||Microsoft Sans v |10 B 2 W @[ E & £ = = | = Q”' b 4
Flease send a copy the front and back of check number 71052589, Thankyuu.| ;I c |
ancel

If the check has been cashed, you will receive a copy of the check as an attachment. Double-click
on the attachment to open and print a copy of the check.




Reconciliation Guidelines

JUROR PAYMENT RECONCILIATION GUIDELINES

1. Request the prior month’s file folders containing the juror lists supporting juror payments
maintained by the Juror/Witness Payment Entry Clerk(s).

2. On the last day of the following month, print the OLAJPIus Datasheet listing all the prior
month’s juror payments. All the prior month juror payments should have been processed by
the end of the following month and included in the OLAJPlus Query. The information on
the reports should be chronological within the month.

3. Reference the sample Juror/Witness Instructions at the end of this document to select the number
of payments to reconcile.

4. Reconcile the juror payments by tracing each name on each juror list on file to the corresponding
entry on the monthly Juror Payment OLAJPlus Datasheet.

Match the Document number (GAX020971...) written on the summons or juror list to the
TRANSACTION ID number (GAX020971.....) on the Datasheet. Make note of any
TRANSACTION ID or Document numbers found to be missing or out of consecutive
order.

Next, compare the information on the juror list to the corresponding payment on the
Datasheet to determine if the amount of the payment is correct. Consider whether the
payment was for the first attendance and/or subsequent day(s) of attendance.

Consider if mileage was paid. Determine if the mileage payment was calculated
correctly.

Match the juror’s name on the juror list to the Vendor/Provider Name listed on the
Datasheet.

Match the Invoice number written next to the juror’s name on the juror list to the
Document Description Number listed on the Datasheet.

For Juror Payments the Document Description number, the court can reference the case
number, the individual juror number, month/year/4digits/districtcode, etc.

Examine the Datasheet to determine that each juror was paid only one payment for each
day of service.

Document any payments listed on the Datasheet that are not supported by a name on a
juror list on file.

At the end of the Datasheet, document any juror(s) name on a list without a
corresponding payment. Bring this to the supervisor’s attention.

Enter a number from the legend below in the Results Column for each juror payment
transaction reconciled on the Datasheet. Bring errors or irregularities to a supervisor’s
attention.

Document the steps taken to resolve the problems identified; i.e., training, contacting
AOC Finance for assistance; request for audit, etc.
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Reconciliation Guidelines

Upon completion of the juror payment’s monthly reconciliation, the reconciler must date
and sign the bottom of the Datasheet.

Maintain a file of the reconciled Juror Payment Reports by month for AOC Finance and
audit purposes.

JUROR PAYMENT RECONCILIATION RESULTS (LEGEND)
For each payment, write the applicable numbers(s)? in the results column on the datasheet:

1.

2
3.
4.
5

Payment correct and supported by juror list.

Payment for appearance appears to be calculated incorrectly.

Payment for mileage appears to be calculated incorrectly.

Juror was paid more than one payment for one day of service.

Invoice number on the juror list does not match the Document Description number on the
OLAJPlus datasheet.

Payment listed on the datasheet is not supported by a juror list. This could indicate:

The juror should not have been paid; or

A juror payment from another court is listed on the OLAJPlus datasheet because the
incorrect 2-digit prefix number was entered by the payment clerk. (The GAX number
and the document description would not match the sequence on the datasheet. If the
document description provides enough information to determine that the payment
belongs to another court, notify the court so their records reference the correct GAX
number.) Bring this discovery to the attention of a supervisor.

7. Document any juror on a list where a corresponding payment is not on the datasheet. This could
indicate:

The juror has not been paid; or

The payment clerk entered another court’s 2-digit prefix number and it is on another
court’s OLAJPIus datasheet.

» To determine if the juror was paid but another court’s prefix was used:

Log into OLAJPIlus through the internet: In the Vendor Name box, enter the juror’s
name. Go to page 7 for instructions on retrieving and performing this query.

If the payment was made, but the incorrect 2-digit prefix number was entered, the
payment information will be displayed. Notify the court so their records reference the
GAX number where the payment was charged. Bring to the attention of a supervisor.

% The Results Legend may not be all inclusive.
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Reconciliation Guidelines

WITNESS PAYMENT RECONCILIATION GUIDELINES

1. Request the prior month’s file folder containing witness subpoenas supporting witness
payments maintained by the Juror/Witness Payment Entry Clerk(s).

2. Optionally, the reconciler may use a copy of a local log of payments, if the log has been
locally verified and signed.

3. On the last day of the following month, print the OLAJPIus Datasheet listing all the prior
month’s witness payments. All the prior month witness payments should have been
processed by the end of the following month and included in the OLAJPlus Query. The
information on the Datasheet should be chronological within the month.

4. Reconcile the witness payments by tracing each subpoena on file to the corresponding entry
on the monthly Witness Payment reports.

e Match the Document number (GAX020975........ ) written on the subpoena to the
TRANSACTION ID on the Datasheet. Make note of document numbers or
TRANSACTION ID numbers found to be missing or out of consecutive order.

e Next, compare the information on the subpoena to the corresponding payment on the
Datasheet to determine if the amount of the payment is correct. Consider whether the
payment was for the first attendance and/or subsequent day(s) of attendance.

e Consider if mileage was paid. Determine if the mileage payment was calculated
correctly.

e Determine if the subpoena was signed by the attorney authorizing the payment
(certified).

e Match the witness’s name listed on the subpoena to the Vendor/Provider Name listed
on the Datasheet for agreement.

e Match the Invoice number written on the subpoena to the Document Description
number (month/year/4digits/districtcode) listed on the OLAJPIlus reports.

e Examine the Datasheet to determine that each witness was paid one payment only for
each day of service.

e Document any payments listed on the Datasheet that are not supported by a subpoena
on file.

e At the end of the Datasheet, document any subpoenas on file without a corresponding
payment listed on the Datasheet. Bring this to the supervisor’s attention.

e Enter a number from the legend below in the Results Column for each juror payment
transaction reconciled on the Datasheet. Bring errors or irregularities to a
supervisor’s attention.

e Document the steps taken to resolve the problems identified; i.e., training, contacting
AOC Finance for assistance; request for audit, etc.

e Upon completion of the witness payment monthly reconciliation, date and sign the
bottom of the Datasheet to indicate the date and employee reconciling witness
payments.

e Maintain a file of the reconciled Witness Payment Reports by month for AOC
Finance and audit purposes.

13



Reconciliation Guidelines

WITNESS PAYMENT RECONCILIATION RESULTS (LEGEND)

For each payment, write the applicable number(s)® in the Results Column on the datasheet:
1. Payment is Correct and Supported by Witness Subpoena.

Payment for appearance appears to be calculated incorrectly.

Payment for mileage appears to be calculated incorrectly.

Witness was paid more than one payment for one day of service.

Subpoena is not signed by attorney (certified for payment).

Invoice number on the Witness Subpoena does not match the document description
number on the OLAJPlus Datasheet.

7. Payment listed on the Datasheet is not supported by a Witness Subpoena. This could
indicate:

o gk~ wn

e The witness should not have been paid;

e A witness payment from another court is listed on the OLAJPlus Datasheet because
the incorrect 2-digit prefix number was entered by a payment clerk. (The GAX
number and the Document Description would not match the sequence on the
Datasheet. If the Document Description provides enough information to determine
that the payment belongs to another court, notify the court so their records reference
the correct GAX number.) Bring to the Attention of a Supervisor.

8. Document any witness subpoena(s) where a corresponding payment is not on the Datasheet.
This could indicate:

e The witness has not been paid;

e The payment clerk entered another court’s 2-digit prefix number and it is on another
court’s OLAJPIlus Datasheet. Bring to the Attention of a Supervisor.

» To determine if the witness was paid but another court’s prefix was used:

Log into OLAJPIlus through the internet: In the Vendor Name box, enter the
juror’s name. Go to page 7 for instructions on retrieving and performing this
query.

If the payment was made, but the incorrect 2-digit prefix number was entered, the
payment information will be displayed. Notify the court so their records
reference the GAX number where the payment was charged. Bring to the
attention of a supervisor.

® The Results Legend may not be all-inclusive.
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Reconciliation Guidelines

Payment Clerk: Undeliverable Juror/Witness Payments

The court should keep a log of all undeliverable juror/witness payments. The check is
returned to the State Capitol, then sent to AOC Finance. AOC Finance records all
pertinent information from the check in a spreadsheet then sends = the check to the
payment clerk that processed the payment.

The payment clerk should maintain a log locally of all checks returned by the AOC
Finance Department. An example of the Undeliverable Juror/Witness Payment Log is
included on page 15. If the payment clerk obtains a new address and sends the check a
second time, they need to contact AOC Finance (Lou Ann 578-3886) so the AOC Finance
spreadsheet can be updated. If the payment clerk cannot locate a new address, the check
should be secured until 1 year past the issue date at which time the clerk should shred the
check. State Finance automatically stale dates the checks after 1 year and sends the
information to the Division of Unclaimed Property. The court does not have to process
anything for unclaimed checks. (See Appendix B Flow Chart)

1. All Juror/Witness Checks returned to the court as undeliverable are recorded on a log
chronologically by the payment clerk and a witness. The log should include:
e The date returned undeliverable to the court;
e The payee’s name (juror or witness);
e The check number;
e The date the check was issued;
e The amount of the check;
e The date the check was re-sent to the juror/witness;
e The date destroyed by shredding;
e The new address of payer if re-sent;
e The initials of the clerk that re-sent or destroyed the check;
e The name of the clerk preparing log;
e The name of the clerk witnessing the preparation of the log.

2. Keep the log on file for verification purposes.

3. The undeliverable Juror/Witness checks should be secured in a locked device, separate from
other cash funds, until the check(s) is re-sent to the recipient or destroyed after one year. All
checks/warrants issued for juror or witness payment are automatically stale dated after one
year and are sent to the Division of Unclaimed Property by State Finance. The clerk should
shred all juror/witness checks over 1 year old and note the date shred on the Undeliverable
Juror/Witness Payment Log.

4. The undelivered checks and the log need to be verified monthly by the Juror/Witness
Payment Reconciler. The verification should be performed in the presence of the clerk
serving as custodian over the undeliverable juror/witness checks.
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Reconciliation Guidelines

RECONCILIATION: VERIFY UNDELIVERABLE JUROR/WITNESS PAYMENTS
MONTHLY

1. Monthly, request the log of undeliverable juror/witness payment checks from the
Juror/Witness Payment Clerk. Make a copy of the log to document the verification.

2. In the Juror/Witness Payment Clerk’s presence, match the checks listed on the log to the
actual checks secured in the clerk’s locked device. Determine that all checks in the locked
device are listed on the log as not being re-sent or destroyed. After one year from the issue
date, the checks should be shred.

3. Make a check mark next to each check listed on the log to evidence that it was accounted for
during the verification.

4. Document any errors or irregularities and bring them to a supervisor’s attention. Document
the steps taken to resolve the problems identified; i.e., training, contacting AOC Finance for
assistance, request for audit, etc.

5. Upon completion of the monthly verification, date and sign the bottom of the log.

6. Keep the verified copies of the log in a separate file for management and audit purposes.

16



Reconciliation Guidelines

UNDELIVERABLE JUROR/WITNESS PAYMENT LOG

DATE Payee’s Name Check Date Check Date Check Re-sent to: By:
CHECK Number Check Amount Re-Sent or
RETURNED Issued Destroyed

After 1 year

LT

Prepared by:

Witnessed by:




Reconciliation Guidelines

District Courts

2-Digit Prefix Number Entered in the GAX Number

1% District | Prefix No. 5th District | Prefix No.
Box Elder 01 Iron County 50
Rich 03 Washington 51
Cache 04 Beaver 52
2" District Prefix No. 6th District Prefix No.
Weber 20 Sevier 60
Davis 22 Garfield 62
Bountiful 23 Kane 63
Layton 24 Piute 64
Morgan 25 Sanpete 65
Wayne 66
3rd District Prefix No.
Tooele 33 7th District Prefix No.
West Jordan 34 Carbon 70
Park City 36 Grand 71
Salt Lake 39 Emery 72
San Juan 73
4th District Prefix No.
Utah County 40 8th District Prefix No.
American Fork 41 Uintah 80
Orem 42 Roosevelt 82
Salem 43 Duchesne 83
Spanish Fork 44 Daggett 84
Juab 45
Millard 46
Wasatch 47
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Reconciliation Guidelines

Juvenile Courts

2-Digit Prefix Number Entered in the GAX Number

1% Juvenile | Prefix No.
Brigham 02
Logan 05
2" Juvenile | Prefix No.
Farmington 10
Ogden 11
3rd Juvenile | Prefix No.
Salt Lake 15
West Jordan 16
Tooele 17
Summit 18
4th Juvenile | Prefix No.
Provo 94
Orem 95
Fillmore 96
Nephi 97
Heber 98

5th Juvenile | Prefix No.
Cedar 53
St. George 54
Beaver 95
6th Juvenile | Prefix No.
Richfield 61
Manti 67
Kanab 68
7th Juvenile Prefix No.
Castle Dale 75
Monticello 76
Price 77
Moab 74
8th Juvenile | Prefix No.
Vernal 81
Duchesne 85
Roosevelt 86




Juror/Witness Payment Reconciliation Sampling Instructions

Non-Statistical Sample: Judgment Selection

Judgment sample selection is based on sound and seasoned judgment. Three basic issues determine
which items are selected:

1. Value of items. A sufficient number of high-dollar items should be included to provide adequate
coverage. Example: Include payment transactions greater than $18.50 and $49.50.

2. Relative risk. Items prone to error due to their nature should be given special attention. Examples
include complex transactions such as payments including juror/witness fee for several days plus
mileage.

3. Representativeness. Besides value and risk considerations, the sample should provide a breadth of
coverage over all types of transactions in the population.

Consideration: When a voided check is included in the sample, it should be replaced with a new item.
A voided check will appear on the OLAJPIlus Datasheet as a credit amount. A credit amount is displayed
as a negative number or a number within brackets. For example, a negative $18.50 is displayed on the
OLAJPlus Datasheet as —18.50 or ($18.50). Negative payment amounts usually occur when individuals
send the juror/witness checks back to the courts.

Checks could be returned because a juror or witness receives a duplicate payment, the law enforcement
officer was on duty when serving as a witness, etc. Checks are to be sent to Lou Ann Miller, AOC
Finance. She forwards these to State Finance to be voided.

Select the sample based on the total number of payments in a month by payment type (juror or witness).
Select the sample of payments to reconcile based on the following table:

Line No. Column 1 Column 2
Total Number of Reconciliation
Payments in Month* Sample Size

1 1-25 100%

2 1-50 25

3 51-99 Total Number Payments x .5 = Sample Size
4 100-500 50

5 501-600 60

6 601-700 70

7 701-800 80

8 801-900 90

9 901-1000 100

10 1001-1100 110

11 1101-1200 120

* How to find the number of payments:
1-The number of payment records is displayed in the bottom left-hand corner of the OLAJPIus Inquiry screen after a Query is
performed.
2-0r, a column can be added to the left of the Excel Spreadstéeoet and each row (payment) can be numbered.



Juror/Witness Payment Reconciliation Sampling Instructions

EXAMPLES
Sample Selection: 1 - 50 payments in a month

The number of witness payments for 1/1/99 — 1/31/99 equals 41. Using the table above, the number of
payments is found in Column 1, Total number of Payments in Month, Line No. 1. The reconciliation
sample size is 25 witness payments.

Sample Selection: 51 - 99 payments in a month

The number of juror payments for 1/1/99 — 1/31/99 equals 63. Using the table above, the number of
payments is found in Column 1, Total number of Payments in Month, Line No. 2. The formula to
determine the sample size is 63 x .5 = 31.5. Round the number up and the reconciliation sample size is 32
juror payments.

Sample Selection: 100-500 payments in a month

The number of witness payments for 12/1/98 — 12/31/98 equals 241. Using the table above, the number
of payments is found in Column 1, Total number of Payments in Month, Line No. 3. The reconciliation
sample size is 50 witness payments.
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